
Welcome to your new Flex Spending Account Plan Year! 

The e-mail letter this document was attached to shows your reimbursement account 
annual election for the upcoming plan year. Please review the election and your address 
to ensure accuracy, and notify Benefit Strategies or your employer of any necessary 
corrections. 

We are pleased to announce our enhanced website which enables you to monitor your 
reimbursement account activity and fund balance, file claims on line, access forms and 
other information. To log into your account, please follow the instructions found on the 
next page of this document. 

HOW TO ACCESS YOUR FLEX SPENDING ACCOUNT FUNDS: 

1. Submit a Flex Claim Form via Fax or Mail - A copy of a Flex Claim Form and 
directions is attached with this notice. Additional forms may be obtained from your 
employer or from Benefit Strategies’ website: www.benstrat.com under “Available 
Forms.” Fax or mail the completed form along with documentation of your eligible 
expenses to Benefit Strategies. Properly completed claims are usually processed 
within 1 week. You may submit claims as often as you like. Do make sure, however, 
that the expense you are requesting reimbursement for is eligible according to IRS 
guidelines and that it will not be reimbursed by your insurance or any other source. 

2. NEW! - Enter Your Reimbursement Request On Line - Log in to your account 
(Instructions follow), click File Claims and follow the instructions. Print the 
Confirmation page and mail it in with your receipts. Try it - it’s easy! 

3. FlexExpress© Card Users - If you requested a new FlexExpress card you will be 
receiving it at your home address in a plain white envelope. If you re-activated your 
current FlexExpress card(s), it has been updated with your new election. 

Remember, you may only use the card at qualified providers of health care services or 
products. Also, IRS regulations state you must retain documentation for every 
transaction. Benefit Strategies reserves the right to ask for documentation to verify 
any expenses paid with your FlexExpress Card. If your FlexExpress Card is lost or 
stolen, please notify us immediately. 


Do you have questions? Contact Benefit Strategies! 


Mailing Address: 

Telephone: (888) 401-FLEX (3539) 

POBox 1300 

FAX: (603) 647-4668 

Manchester, NH 03105-1300 

e-mail: claimsupport(^benstrat.com 
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WEB-SITE LOG IN INSTRUCTIONS: 


1. Open your browser (e.g. Internet Explorer) and log into our website: 
www.benstrat.com . 

2. Click on FLEX: Participant Login in the middle light blue box on the left of the homepage 

3. Log in using the following: 

TISLRNAML : Youi" username will be your first name initial 
followed by your entire last name and the last four digits of your 
social security number 

Example: Jason Smith, SSN: 121-22-3456. 

Username: jsmith3456 

PASSWORD : changeme 

If this is yom" first time logging in to our enhanced web-site, use changeme 
as your password. You will then be instructed to create a new and unique 
password. The password must: 

• Have a minimum of 6 characters • Not be one of your last 3 passwords 

• Contain upper and tower case totters • Contain at toast one number . 


rarefies 




I.. 


CvA'act ■Clgims.Soppe.'t, af:(.-SCS; prr •v-l'lvM-lvMviV*.-'. 


Once you have successfully logged iu, you will see a screen that looks like this. From 
here, you may click ou items to file a claim, check your real-time account balance 
and payment history, or get plan information or forms. 


Home ;-;-;-;-;My:-Ads»un±v:v: -x-x-Rtans-xv:- :-xv:I?drcDS- 


What would you like to do? 



FILE CLAIMS 


Allows you to submit claims 
for those plans you are 
currently enrolled in. 


MY ACCOUMT 

Where you go to view: 
w Account Balance 
tv Profile 
tS Payment History 


.AW-.- 

PLANS 

Where you go to see 
plan descriptions and 
related documents. 


FORMS 

Where you go to 
download forms. 


Questions? Contact Claim Support at (603) 647-4666 or 
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HOW TO FILE YOUR CLAIMS ONLINE 


1. Click the File Claims tab or menu item. 


Home E-riSfams;:;:;:; xjxjMyjjWEHOijij:;:;:;:; xjxjftjajw:;:;:;:; xjxttstjjw:;:; 



What would you like to do? 


" HLE CLAIMS 

IvT^ MY Acrni INT 

i 

PLANS 

mIIows you to submit claims 

Where you go to view: 

: wh 

sre you go to see 

for those plans you are 

Account Balance 

: pla 

descriptions and 

currently enrolled in. 

Profile 

related documents. 


•M Payment Histnrv 




FORMS 

Where you go to 
download forms. 


Questions? Contact Claim Support at (603) 647-4666 or 


2. Click the File Claim button next to the plan for which you wish to file a claim. 




' File Claims 


My Asciyuat 




Foms! 


D Claims 


Sample Employer Group online claims filing is a fast and easy way to file your claims. Just click the "File Claim" button 
next to the /ccount you wish to use and start filing! 

File a Claim 

.. ► I ■ ,, , ,. . 

Medical Flex Account 


Dependent Care Account 


iii.Stsiicifii:*!::; veba 


3. Enter the information for each expense, clicking snbmit between each one. Make 
sure you have valid receipt(s) for your expenses, as you will need to fax or mail them 
to Benefit Strategies. 


File clairris MV KafMMr\X Rle-^^ 

Medical Flax Account 



Please enter your claim information below. If alter part of.your claim is;not reimbursable due to auditing factors (I.e. 
claim exceeds available balance in your account), then you will, only be reimbursed the approved amount. You will be 
notified of any pending or denied claim amounts. 


Do you have a valid receipt for this product/service? •- No 

Date of Service 
fm m/dd/y yyy} 

P/<fss^ c-/?oo#e cat^s-^ry and tyf>a of ^r^dw^t/sary/ca </>at dasf dascribas your otaim. If you ohoosa "Of/jer" or "O ver- 
tha-Counter Dru^s," you must f>royida a dascrfptSdrt batdw. 




Category; * 

Type of ProducVService: X 

Produot/'Servioe Description: 

ProducV'Service Provider:' 


Choose from list. 


Choose from list. 


Person receiving Product/Sei 


■.;X Joe. Sample 
V .i' K i d Joe S am p I e 
t.jMrs- Joe Sample 


Did you drive to receive this product/service?' ?:.-Y 
Vioo' may otaim milaa^a axoartsa for raimhursamant. 

Number of Miles; ; ; 


Mileage Reimbursement: 
Total Claim Amount: 
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4. If you have more than one expense to request reimbursement for, click on 
Add a New Claim. Enter information and click Submit. 


Herr'S 


'-in. •'! r. 







Forms 


1 Claims 




Date of 
Service 

3/7/2005. 


Plan 


Type of 

Product/Serwice 


Provider 


Me cltca I Flex : Pre s criptioii; med-iGattofi 


.Account; 


:po:^pay;/cpst-: 


/KhifiafirfiScy- 


Claim 

Amount 

$5.5.00 


V '- 


Approved 

Amount* 


* The approved claim amount will be reimbursed based on your available balance. If a plan requires funds to be 
contributed prior to the reimbursement of claims, you will be reimbursed as funds become available in your plan account. 

Terms and Conditions 

[.] I have read and agree to the : .4.V;;;,. 


/Sufcfii-ifr-; 




5. Once all claims are entered, you must: 

1) Agree to the Terms & Conditions (click on appropriate box) and 

2) Commit the claim(s) by clicking Submit. 


File Claims . Ac^C'j"«t fdans horms 


1 Claims 




Date of 
Service 

Plan 

Type of 

Product/Service 

Provider 

Claim 

Amount 

Approved 

Amount* 


■ MedicaFFlex: 
.A.ccoUijt-. 

•Prescription medication 
co-pay/cost 

Walgreen's 

Pharmacy. 

$' 2 ' 5 '.!pq : 



The approved claim amount will be reimbursed based on your available balance. If a plan requires funds to be 
contributed prior to the reimbursement of claims, you wi|l be reimbursed as funds become available in your plan account. 

Terms and Conditions 


ri I have read and agree tq the 
::::Sijbmrt::.( :vC:3ri:C!a;j:::| 
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6 PRINT AND SEND CONFIRMATION WITH RECEIPTS! 


A Confirmation Page that looks like this will come up. The confirmation page verifies 
that all claims have been successfully submitted! You must print this page by clicking 
Print Confirmation and mail it along with your receipts to: 

Benefit Strategies 
PO Box 1300 

Manchester, NH 03105-1300 
Or FAX to: (603) 647-4668 
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IMPORTANT NOTES ON FILING CLAIMS 


1) Paper Request For Reimbursement Forms must be filled out COMPLETELY and 
signed . Medical expenses must FIRST be submitted to your insurance provider. 

Only out-of-pocket expenses incurred during your active participation in the plan year 
are reimbursable. (Incomplete forms will be returned.) 

2) Mail or FAX form and copies of receipts, (5 Pase Limit for FAXES), to Benefit 
Strategies at the following address: 

Benefit Strategies,LLC 
PO Box 1300 

Manchester, NH 03105-1300 
Fax: (603)647-4668 

3) Complete claims received by NOON on Thursday will usually be processed for 
reimbursement on Friday. *Z)oe5 not apply to all clients. 

4) Copies of all third party documentation for expenses you are claiming should be 
submitted on 8 1/2 by 11 paper along with your COMPLETED Reimbursement 
Request . Please keep original receipts for your tax records. 

5) Documentation must clearly show the following:. 

a. the date the expense was incurred (NOT the date paid) 

b. the provider of services, 

c. a description of the service and/or expense, and 

d. the charge for each service and amount paid or denied by insurance. 

Health Care Reimbursement Account documentation can include statements, itemized 
bills, and/or insurance “Explanation of Benefits” forms. Note: Canceled checks, 
credit card receipts, and balance fonvard statements are NOT acceptable 
documentation. 

Dependent Care Reimbursement Account documentation must show the dates of 
service, provider’s name, and dependent’s name. Section 4 of the Request For 
Reimbursement form may be used as eligible documentation. You must have on file 
the Taxpayer ID Number or Social Security Number of your Dependent Care 
providers. You will need to provide these numbers to the IRS when filing your taxes. 

We hope you will find this overview helpful in getting starting with the 
new plan year. If you have any questions, please contact our office at 
(603) 647-4666. One of our operators will direct you to someone who 
can help you. 

Thank you! 
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FOR PARTICIPANTS 


^ h 
:p- 

benefit^ stratemes 

Ol l c 


vwwv.benstrat.com 


Fax Claims To:.(603)-647-4668 

Claim Support.(603) 647-4666 

Mailto: .PO Box 1300, Manchester, NH 03105-1300 

Online Account .https://benstrat.navigatorsuite.com/Login.aspx 


CLAIM FORM 

: Health Care and Dependent Care Spending Accounts 

Name: Company: 

Home Mailing Address: Check 

Address: 

f NEW 1 1 SSN: 

Plan Year: -tO- 

City: State: Zip: Telephone: Home: ( ) . 

Email: Daytime Phone: ^ J _ 


List .EXPENSES REQUESTING REIMBURSEMENT. Use second sheet if needed. 

Note: Cartcelled checks, credit card receipts, and balance forward statements are NOT acceptable documentation. 

Amount to be 
Reimbursed: 

Service Date(s) 

DESCRIPTION 

Person receiving product 
or service: 

1. 


D A/tDlCAL D Dental/Ortho D OTC 

Q Vision D Rx D 


2. 


D Medical O Dental/Ortho O OTC 

D Vision O Rx O 


3. 


D Medical D Dental/Ortho D OTC 

CD Vision D Rx D 


4. 


D Medical O Dental/Ortho O OTC 

D Vision O Rx O 


$ 

REQUIRED... Date(s) of Service _ _ 

store End: CHILDCARE 



TOTAL Reimbursement Requested ( Payments are made directly to the employee. ) 


CHILD / DEPENDENT CARE PROVIDER RECEIPT ( May be used in lieu of other child care documentation ) 


Dependent(s) Receiving Care: 


/ certify that I have provided the services as listed above, and that I have been paid for these services. 
Service Date Span: From To 

Provider’s Name: 


Provider’s Signature: 


INSTRUCTIONS / REMINDERS 


Health Care Reimbursement Account documentation may include 
statements, itemized bills, and/or insurance “Explanation of Benefits” 
forms. 

All documentation must show: 

A. the date the expense was incurred (not the date paid), 

B. the provider of services. 

C. a description of the service and/or expense. 

D. the amount of the expense for which you are responsible. 

Note: Cancelled checks, credit card receipts, and balance forward statements are NOT acceptable documentation. 

To the best of my knowledge and belief, my statements in this Request for Reimbursement are complete and true. I am claiming 
reimbursement only for eligible expenses incurred by my legal dependents or myself. I certify that these expenses have not been and will not be 
reimbursed from any other source and will not be claimed as an income tax deduction. 

Employee Signature: _Date:_ 

(Required) 


1. Be sure to attach a COPY of the itemized receiptf s). or if you 

have insurance, please send the Explanation of Benefits 
Statement . KEEP original receipts for your tax records. 

2. Complete claims received by NOON on Thursday will be 

processed on Friday. 

3. The participant must sign claim form. 

4. Incomplete forms will NOT be processed. 


2/15/2006 
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List .EXPENSES REQUESTING REIMBURSEMENT 


Note: Cancelled checks, credit card receipts, and balance forward statements are NOT acceptable documentation. 


Amount to be 
Reimbursed: 


Service Date(s) 



DESCRIPTION 

D 

Medical 

□ 

Dental/Ortho 

□ 

OTC 

D 

Vision 

□ 

Rx 

□ 


a 

Medical 

□ 

Dental/Ortho 

□ 

OTC 

a 

Vision 

□ 

Rx 

□ 


D 

Medical 

□ 

Dental/Ortho 

D 

OTC 

D 

Vision 

□ 

Rx 

D 


a 

Medical 

□ 

Dental/Ortho 

D 

OTC 

a 

Vision 

□ 

Rx 

D 


D 

Medical 

□ 

Dental/Ortho 

D 

OTC 

D 

Vision 

□ 

Rx 

D 


a 

Medical 

D 

Dental/Ortho 

D 

OTC 

a 

Vision 

□ 

Rx 

D 


D 

Medical 

□ 

Dental/Ortho 

D 

OTC 

D 

Vision 

□ 

Rx 

D 


a 

Medical 

O 

Dental/Ortho 

□ 

OTC 

a 

Vision 

D 

Rx 

D 


a 

Medical 

a 

Dental/Ortho 

D 

OTC 

D 

Vision 

a 

Rx 

D 


o 

Medical 

a 

Dental/Ortho 

D 

OTC 

o 

Vision 

a 

Rx 

D 


D 

Medical 

a 

Dental/Ortho 

D 

OTC 

D 

Vision 

a 

Rx 

D 


D 

Medical 

a 

Dental/Ortho 

D 

OTC 

D 

Vision 

o 

Rx 

D 


D 

Medical 

a 

Dental/Ortho 

D 

OTC 

D 

Vision 

D 

Rx 

D 


D 

Medical 

a 

Dental/Ortho 

D 

OTC 

D 

Vision 

a 

Rx 

D 


D 

Medical 

D 

Dental/Ortho 

D 

OTC 

D 

Vision 

D 

Rx 

D 


D 

Medical 

a 

Dental/Ortho 

D 

OTC 

D 

Vision 

a 

Rx 

D 


D 

Medical 

a 

Dental/Ortho 

D 

OTC 

a 

Vision 

a 

Rx 

a 


D 

Medical 

a 

Dental/Ortho 

D 

OTC 

D 

Vision 

□ 

Rx 

D 


a 

Medical 

a 

Dental/Ortho 

D 

OTC 

a 

Vision 

a 

Rx 

D 


D 

Medical 

□ 

Dental/Ortho 

□ 

OTC 

D 

Vision 

□ 

Rx 

□ 


a 

Medical 

a 

Dental/Ortho 

D 

OTC 

a 

Vision 

a 

Rx 

D 


D 

Medical 

□ 

Dental/Ortho 

□ 

OTC 

D 

Vision 

□ 

Rx 

□ 


a 

Medical 

□ 

Dental/Ortho 

D 

OTC 

a 

Vision 

□ 

Rx 

□ 


D 

Medical 

□ 

Dental/Ortho 

□ 

OTC 

D 

Vision 

□ 

Rx 

□ 



Person receiving product 
or service: 


























_TOTAL Reimbursement Requested 


( Payments are made directly to the employee.) 


Rev: 1/24/06 
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